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« Accessing system
 Navigating the system
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The primary purpose of UTAPSweb for IMAS/PIRRSs is to schedule, verify and manage
pay and/or points for current Fiscal Year (FY) attendance for Inactive Duty Training
(IDT) or Points Only IDTs (PNT).

Fly, Fight and Win...



\/ Direct UTAPS Access (gov’t computer)
el https://utapsweb.afrc.af.mil/utapsweb/

U.S. AIR FORCE

/= UTAPSWeb Disclaimer - Internet Explorer provided by USAF (=

e9-a & x

— - a »
w el [@UTAPSWebDisclaimer ] I Ty v B) - & v [ Page v {} Tools ~

»

You are accessing a U.S. Government (USG) Information System (15) thatis provided for USG-authorized
use only. By using this IS {whichincludes any device attachedto this I1S), you consentto the following
conditions:

-The USG routinely intercepts and monitors communications on this IS for purposes including, butnotlimited
to, penetration testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM),
law enforcement (LE), and counterintelligence (Clyinvestigations

m

- At any time, the USG mayinspect and seize data stored on this IS.- Communications using, or data stored
on, this IS are not private, are subjectto routine monitoring, interception, and search, and may be disclosed
orusedfor any USG authorized purpose.

-This|Sincludes securitymeasures (e.g., authentication and access controls)to protect USG interests—not
for your personal benefit or privacy.

- Motwithstanding the above, usingthis IS does not constitute consentto PM, LE or Clinvestigative
searching or monitoring ofthe content of privileged communications, orwork product, relatedto personal
representation or services by attorneys, psychotherapists, or clergy, andtheir assistants. Such
communications andwork product are private and confidential See User Agreementfor details.

- Access onlythe data for which they are authorized access and have a need-to-know, and assume anly |
thoseroles and privileges forwhich they are authorized. Account access procedures mustnot be divulgedto
anyone.

- Protect and maintain anyinformation retrievedfromthe UTAPSweb 1AW the assigned security
classification.

- Inform HQ AFRC/FMXS when access is no longerrequired (e.g., completion of project, transfer, retirement,
resignation).

[ 1 accept Continue to UTAPSWebfor TRs |

[ I acoept Continue to UTAPSWeb for IMAs |

[ | do not accept ] -

Done €D Intemet | Protected Mode: On #E0%m v
I . I /= 3Intern... ~ ‘B4 16 July P.. (& Microsof... <&* ¢ ') 4:00 PM
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AROWS-R - Login :. - Internet Explorer provided by USAF
——1 If you use your CAC

—_— you can no Ionger use
g Air Force Reserve Order Writing System [AROWS-R]
x j the username and Version: 1,22 i Sidar Al B e

i password option

bc92efd382f3f3078a2b533d02ed acb83 c320c6504f9e21106429d.e34Pa3iTaNOPbO0Qc3L ~ % +4 | K [l Live Search
—

X v Bl v fm v 2k Page v () Tools ¥ =

CAC Login C Login Information:

AROWS-R users are now able to use their Common Access Cards (CAC) for logging in.

Srhor- E-Mail Password Reset:

For security reasons password, resets will no longer be accomplished over the phone.

If you have fargotten your password, Login ID, or have been locked out of AROWS-R, you must email the Help Desk for assistance. Remember you

Login ID: can click on 'Forgot Your Password', give the answer to your question and receive an email automatically. If you can not answer your question, email
= the AROWS-R Help Desk at AFRCFM.ARCWSR@US.AF.MIL with your full name and the last 5 of your SSN and a new password will be sent to the

| email address that your email was sent from.

Password:

Password Login

Help! I'm A New User!

If you are a Member (Reservist):
Forgot Your Passwor Your initial Login is your SSN. Please enter it without dashes, for example 123456789.
Your initial Password is your Date of Birth in the YYY¥/MM/DD format. The slashes are required, for example 1967/12/01.

If you are a Role other than a Member or if you are having trouble logging in, please contact the AROWS-R Help Desk at
AFRCFM.AROWSR@US.AF.MIL.

Help Desk Information

Hours: 0700-1700 EST

Phone (Toll Free): 1-877-294-5822
Email: AFRCFM.ARCWSR@US.AF.MIL

Browser Requirements
To use AROWS-R, you will need either Internet Explorer (version 6.0 or higher) or Mozilla Firefox (version 1.5 or higher).

EﬂFireﬁua

Plug-in Requirements.
To print orders, you will need Adobe Acrobat Reader.

A

' Trusted sites | Protected Mode: Off H100% ~

Fly, Fight and Win...
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Select UTAPS

Please Select A Menu

Please Select A Menu

remoper
UTAPS y |

- 3

Welcome MICHELLE POLK to the AROWS-R Home Page

Your current login was on Wednesday, September 21, 2011 10:19:39 AM

Air Force

Version: 1.52

Reserve Order Writing System [AROWS-R]

Server: P1  Page Refreshad At: 2011/

Current Pro

Your previous successful login was on Wednesday, September 21, 2011 09:37:14 AM

Your current phone number is: 571-830-9622
Your current email address is: michelle.polk@afncr.af.mil

Point of Contact is: RMG DET 11
Phone Number is: 202-767-3080

Your applications will be processed by: RMG DET 11 AFDW

Your Latest Sroadcast messages:

REMIMDER: All members should ensure their email address in AROWS-R is accurate. AROWS-R sends out notifications when orders are

e certified; therefore, accurate email ensure members receive the notices in a timely manner.

2006/10/30 gil}P DESK HOURS ARE MON-FRI 0700-1700, EMAILS RECEIVED MON-THURS PRIOR TO 2100 HOURS WILL BE ANSWERED THAT SAME

2006/09/28 URGENT: AROWS-R will be offline between 1:00 a.m. - 6:00 a.m. EST ewveryday for backups.

2006/03/24 A'I'I'ENTID!‘\I -- " PRIVACY ACT INFORMATION - The lnfnrmatlﬂn accessed through this system is FOR OFFICIAL USE ONLY and must be
protected in accordance with the Privacy Act and AFI 33-332.

2005/11/10 REMINDER: IMAs still need to provide a copy of their orders to the Reserve Pay Office (RPO) to start pay.

2005/10/06

*=* Members can now receive Email's when their orders have been certified, be sure to update your "My Account” with a correct email.

Fly, Fight and Win...
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Login to UTAPS

- g n Live Search £~

v (= v |-} Page v {J Tools v 7

Air Force Reserve Order Writing System
\ Server: P1  Page Refreshad A

Please Select A Menu Home

UTAPS Menu |“
Welcome MICHELLE POLK to the AROWS-R Home Page

in to UTAPS Il Your current login was on Wednesday, September 21, 2011 08:25:06 AM
Your previous successful login was on Monday, September 19, 2011 11:46:00 AM

Your current phone number is: 571-830-9622
Your current email address is: michelle.polk@afner.af.mil

Your applications will be processed by: RMG DET 11 AFDW
Point of Contact is: RMG DET 11
Phone Number is: 202-767-3080

Your Latest Broadcast messages:

2008/08/14 REMINDER: All members should ensure their email address in ARDWS-R is accurate. AROWS-R sends out notifications when orders are
|certified; therefore, accurate email addresses ensure members receive the notices in a timely manner.

2006/10/30 EEAI:(P DESK HOURS ARE MON-FRI 0700-1700, EMAILS RECEIVED MON-THURS PRIOR TC 2100 HOURS WILL BE ANSWERED THAT SAME

2006/09/28 URGENT: AROWS-R will be offline between 1:00 a.m. - 6:00 a.m. EST everyday for backups.

2006/03/24 IATTENTION -- " PRIVACY ACT INFORMATION - The mfurmat\?n accessed through this system is FOR OFFICIAL USE OMLY and must be
protected in accordance with the Privacy Act and AFL 33-332.

2005/11/10 REMINDER: IMAs still need to provide a copy of their orders to the Reserve Pay Office (RPO) to start pay.

2005/10/06 ** Members can now receive Email's when their orders have been certified, be sure to update your "My Account” with a correct email.

ement with THL

statement in conjuncti

H100% -

f Trusted sites | Protected Mode: Off

https://arowsr.afrc.af.mil/arows-r/utaps_login_confirmation.do

Fly, Fight and Win...
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/= :: AROWS-R - Login to UTAPS :. - Internet Explorer provided by USAF

@ - #  https://arowsr.afrc.af.mil/arows-r/utaps_login_confirmation.do - % +3 | K W Live Search P -
o —

U8 gt | = AROWS-R- Login to UTAPS & [

Air Force Reserve Order Writing System [AROWS-R]
.

Version: 1 Server: P1  Page Refreshed At 1 EDT

@ Current Profile: Member

Please Select &4 Menu Home Switch Profile | My Account | Logout

Login to UTAPS

You are about to log out of AROWS-R and log into the UTAPS system.
If this is the desired action, click the continue button below.

Continue to UTAPS

Jarows-r/utaps_redirect.do

Office Commun FPortal - Hom:

Fly, Fight and Win...
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U.S. AIR FORCE

/= AROWS-R Login - Internet Explorer provided by USAF [=ErT=

NG Bl = https:/ /utapsima.afrc.of.milfutaps-ima/ AROWSLandingPage.aspx?u=XuUxhwlqiVaJ6pjAxeZHERUNZGPsNnO E Live Search o -

e — - >
W e [@AR{}WS—RLogm l } B B v @ v [k Page v (G Tools v

UTAPS:: f’«ff ‘ W T”\r’{i\.

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only. By using this IS { which
includes any device attached to this IS), you consent to the following conditions:

- The USG routinely intercepts and monitors communications on this IS for purposes including, but not imited to, penetration testing, COMSEC
monitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations

- At any time, the USG may inspect and seize data stored on this IS. - Communications using, or data stored on, this IS are not private, are subject
to routine monitoring, interception, and search, and may be disclosed or used for any USG authorized purpose.

- This IS includes security measures (e.qg., authentication and access controls) to protect USG interests--not for your persanal benefit or privacy.
- Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of

privileged communications, or work product, related to personal representation or services by attorneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.

m

- Access only the data for which they are authorized access and have a need-to-know, and assume only those roles and privileges for which they
are authorized. Account access procedures must not be divulged to anyone.

- Protect and maintain any information retrieved from the UTAPSweb IAW the assigned security classification.

- Inform HQ AFRC/FMXS when access is no longer required (e.g., completion of project, transfer, retirement, resignation).

[\accapt] I | do not accept ]

Done /" Trusted sites | Protected Mode: Off H100% -
Y s | ﬂ Ei Office Communicator — AFPortal - Home™-1... [ {: AROWS-R Login - In... f m Microzoft PowerPol... Documentl - Micro... cQ® @lk lj=‘ iy 8:29 AM

Fly, Fight and Win...
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/= Home - Internet Explorer provided by USAF

W ‘@ Home

=
MARTIN, VERONICA ! ™ UTAPS ’,,‘,
Role: IMA/PIRR L / I\ EB Y
1

UTAPS Home IMA/PIRR Schedule Reports Configuration Help Log Off

Select your roles from
the drop down menu

—Z—

Roles: IMA/PIRR ~

€ Internet | Protected Mode: On #100% ~

@ nbox-M.. ||| UTAPS /5 2Intern.. ~ "R 16 Tuly P "G Microsoft | P 2 Micron < @2 & P 417pM

Fly, Fight and Win...
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/= Home - Internet Explorer provided by USAF

W ‘@ Home ‘ ‘
MARTIN, VERONICA ; " UTAPS T e
Role: IMA/PIRR / WEBLT % ' f "
s '8l 'a)
UTAPS Home IMA/PIRR Schedule Reports Help Log Off

Roles: IMA/PIRR ~

€ Internet | Protected Mode: On #100% ~

@ nbox-M.. ||| UTAPS /5 2Intern.. ~ "BR 16 Tuly P "G Microsoft | M@y 2 Micron < @2 & P 417pM

Fly, Fight and Win...
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Supervisor Selection

f‘ IMA Member Editor - Internet Explorer provided by USAF
9.

W [@IMA Member Editor

==

%

LWl [ ive Search 2 -

— . »
@ - > = vl-_;‘fPagev-;_{l[-Toolsv

=

IMA/PIRR Member Editor

Tour Of Duty Certifier

Assigned
(Current supervisor - Display only)

RONNELL HORMER
ronnell.herner@wpafb.afmil

Search by name

Ifyou can not locate your Supervisor in the lists above usethis searci™

Enter Name: (Lastname, Firstname)
{Examples: "Smith, James"; "Smith, J7; "Smith™; "Smi", "Jam)

Supervisors

Available
(Click on a name to view details below )

howell, carolynb
hughes, ty
hume, robert

g find him'her.

m

Ifyou =till can not locate your Supervisor using the Search, click the "Add New Supervisor® button te add a new one.

[ Add New Supervisor ]

FirstName *:
Email *:
Phone# *:

Supervisor Details:

Last Name *:

Clear Selections

SAVE CHANGES - Assign Supervisor l

e Internet | Protected Mode: On

[ Micros... (04 M.

- ﬁ 16 July...

Fly, Fight and Win...
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/= IMA Member Editor - Internet Explorer provided by USAF =

e9-@a & xRS

—_ ———— - a »»
W [_féIMAMemberEditor ] ] o~ v = v [} Page v {G; Tools v

Tour Of Duty Certifier

Supervisors

Assigned Available
(Current supervisor - Display only) (Click on a name to view details below )

RONNELL HORMER
ronnell. herner@wpafb.af.mil

Search by name
Ifyou can not locate your Supervisor in the lists above usethis search box to find himher

Enter Name: (Lastname, Firstname) Homer

{Examples: "Smith, James", "Smith, J™, "Smith”; "Smi". "Jam")

Name Email Select =
Horner, Donald e
Horner, Donald  donald. horner@langley.afmil 2
Horner, Kenneth kenneth.horner@march.af mil 2,
Horner, Mark mark.horneri@pentagon.af mil i
Horner, Michelle michelle horner@us.af mil 2
Horner, Rennell  ronnell.horner@wpa fo.afmil o
Horner, Susan 2

Ifyou still can not locate your Supervisor using the Search, click the "Add New Supervisor® button te add a new one.

[ Add New Supervisor ]

Supervisor Details:

FirstName *: Last Name *: =

Done €D Internet | Protected Mode: On 0% v
‘ + "85 16_July... i ' F W 4:50 PM

Fly, Fight and Win...
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/= IMA Member Editor - Internet Explorer provided by USAF (=

LSl [ iv= Search P g

— — an »
w o @ IMA Member Editar ] l v = l_—}’ Page  iC; Tools »
Assigned Available -
(Currsnt supervisor - Display only) (Click on a name to view details below )
RONNELL HORMER adams, brad -
ronnell. horner@wpafb.af mil ADANS, ERIC =]
aiumopas, lance
allison, mark 7

Search by name
Ifyou can not locate your Supervisor in the lists above usethis search box to find himher

Enter Name: (Lastname, Firstname)

{Examples: "Smith, James", "Smith, J7; "Smith”; "Smi", "Jam)

Name Email Select
Horner, Donald 2
Horner, Donald  donald.herner@langley.afmil

Horner, Kenneth kenneth.horner@march.af mil

Horner, Mark mark.horner@pentagon.af mil

el
<
2
Horner, Michelle michelle.horner@us.afmil <
Horner, Ronnell  ronnell. horner@wpa fbo.afmil e

2,

Horner, Susan

Ifyou still can not locate your Supervisor using the Search, click the "Add New Supervisor” button te add a new one.

[ Add New Supervisor ]

m

SupervisorDetails:
FirstName *: Last Name *:
Email *:

Phone# *: Clear Selections

SAVE CHANGES - Assign Supervisor l

€D Intemet | Protected Mode: On #Ho0% -

Fly, Fight and Win...
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=

fj IMA Member Editor - Internet Explorer provided by USAF
e®-a

&".} bl Live Search R -

]_I @ B - [;éa - |:2F Page -'__tﬁiTooIsv ?

W [@IMA Member Editor

IMA/PIRR Member Editor

Tour of Duty Certifiers
Assigned +]- Available
(Click on name to view details below) (Click on name to view details below)
carson, michael ' . -
ALEXANDER, MITTY =

. allen, mark
andersen, michael -
Search by name

If you can not locate your Tour of Duty Certifier in the lists above us this search box to find him/her:

Enter Name: (Lastname, Firstname)

(Examples: "Smith, James”, "Smith, J7; "Smith”; "Smi”; "Jam™}

m

If you still can not locate your Tour of Duty Certifier using the Search, click the "Add New Certifier” button to add a new
one.

| Add New Certifier |

Certifier Details:
First Name *: Last Name *: i
Email *:
Phone # ™ | Clear Selections | i

Done e Internet | Protected Mode: On #100% ~

@ 2 Microsoft.. ~ [l§] Microsoft Po... T UTAPS guide... {2 2 Internet E.. ¥ < gre i 8:02 AM

Fly, Fight and Win...
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Build your FY Duty Schedule

U.S. AIR FORCE

Select IMA/PIRR Schedule

N\

UTAPS Home IMA/PIRR Schedule \ Reports Configuration Help Log Off
lebv2-ima - integrated s ity=SSPI;data source=wrbfm96,1339;initial catalog=UTAPSWebV2_90;Connect Timeout=90;
Roles: IMAPIRR ~ « UTAPSweb will be down 03 July 13, from approxim. 1230, for a update to the release. POC is the UTAP Sweb Help Desk, DSN 497-0166.

Contact Information
Email:
afrc utapsweb@us af mil

Help Desk Toll Free:
1-877-294-5822 Option
2

Help Desk DSN:
497-0166 Option 2

FAX Comm:
(478) 327-0519
FAX DSN:
4970519

0730 - 1700 EST
Monday - Friday

« UTAPS connectivity issues have been resolved. Th

0, for a release. POC is the UTAP Sweb Help Desk, DSN 497-0166.

eb calendar is available for IRs. You can begin building your IDT schedule for FY14 in UTAP Sweb. We recommend you build your IDT schedule aroun
g. PHA, Dental, Fitness Assessment, etc.). For assistance on scheduling your IDTs for next fiscal year, contact the UTAP S Help Desk.

ear Schedule (FY12). Fiscal Year 12 UTAPweb calendars will be closed for scheduling on the last day of July. This will prevent inputs or modifications to pr
h your supervisor to complete all pending UTAP Sweb schedules or outstanding Inactive Duty prior to this closure. Effective 1 Aug 2013, prior year calenda
ain capability to view and print prior year 40As. For any prior year UTAPSweb scheduling assistance, send request to rmg.utaps@us.af.mil

ear Schedule (FY12). Fiscal Year 12 UTAPweb calendars will be closed for scheduling on the last day of July. This will prevent inputs or modifications to pr
h your supervisor to complete all pending UTAP Sweb schedules or outstanding Inactive Duty prior to this closure. Effective 1 Aug 2013, prior year calenda
ain capability to view and print prior year 40As. For any prior year UTAPSweb scheduling assistance, send request to rmg.utaps@us.af.mil

UTAP Sweb will be down 03 July 13, from approxi
This message is to inform you that as of June 14
your participation and mobilization readiness requir
MEMO FOR IRs, FROM HQ RMG, SUBJECT UTAPS
year schedules, in UTAP Sweb, by the member. Coo
will be available for viewing only. However, IR meml
MEMO FOR IRs, FROM HQ RMG, SUBJECT UTAPS
year schedules, in UTAP Sweb, by the member. Coo
will be available for viewing only. However, IR meml

ur patience. HQ AFRC FM/Help Desk.

Fly, Fight and Win...
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For this tutorial, select the
black pencil to build an

~X

wiEdd\ d | Submit Schedules | | Legend | |F'rint|

IMA/PIRR Calendar

Legend:
Black Inactive Duty Period (IDT)
Purple Funeral Honors (Honor Guard/Chaplain)

Turquoise Non-Paid IDT (points only)
Eraser Delete IDT, RMP, etc...
Arrows Shift/Change Fiscal Years

Fly, Fight and Win...
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For this tutorial, we
will build an IDT on
01-12 Dec, so click
this date.

L

IMA/PIRR Calendar

aT AN | Submit Schedules Legend _F'nnl:

December 2013 January 2014

=T

Tuwe Wed Thu Fri

Sun Mon Sat | Sun Mon Tue W <L Sn! Sva Mon Tue Wed Thu Fri S5at 5Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 & | by 1)2 3 4 5 & 1 1 2z 3 4
6 I 8 9% w # 12 )3 4 5 6 I 8 9 ; 9 w B 12 13 14 & & I B 5 W 1 Qi
13 014 15 16 7 1B 19 10 M 2 13 M B 1 15 1§ 7 18 19 0 2 L 13 M 1B 16 17 1 : DT 0
20 21 2 2 4 B 26 U 18 19 A0 A 2 B p pn o# 2’/ O® U OB 1B A A 2 B3 A B RMP | 0
2 B 2 2 N 24 26 2% U B 2 N 2w W A % 2 & 2 N A DFHDD

February 2014 [ Machad | Ao ] Mmoot PNt 1o
Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri S5at Sun Mon Tue Wed Thu Fri S5at  Sun Mon Tue Wed Thu Fri Sat

1 1 12 31 4 s 12 3 ] a0
2 32 4 & & I & 2 ¥ 4 & & 1 & & I & 42 10 M 1@ 4 & & I 8 2 10 AGTE 0
9 10 1 12 13 M 15 9 10 M 12 13 M /5 13 M 5 ¥ ¥ B\ 19 1 12 13 ¥4 15 1® 17 Manday | 0
16 17 18 18 20 @ &2 16 I 18 18 20 N 2 | 20 4 X 23 M 25 ) 18 13 0 N dZ2 23 M Conflict | 0
2 4 28 2% 2 28 2 24 28 26 27 28 29 27 28 22 X0 2% 26 21 2B 2 3N A Split
30

August 2014 September 2014 T Buit
Sun Mon Tuwe Wed Thu Fri Sat  5Sun Mon Twe Wed Thu Fri 5at Sun Mon Twe Wed Thu Fri 5at  Sun Mon Tue Wed Thu Fri  Sat F"EI'IUIDQ
i i 4 5 & 1 1 2 3 4 3§ 1 2 1 2 3 4 3 & B Rejected
g8 9 10 1 £ 13 4 & I &8 3 10 M v 3 4 5 & 1 &8 9 1 8 3 uw 1 12 13 ACroved
1§ 16 17 18 19 2 2 13 M4 15 16 17 18 19 10 N 2 13 M 15 16 14 15 16 1 18 19 20 [N Worked
% 5 w2 wom NN R A M %% U om 8w w2nm ouznuzxx z NP
29 30 &7 ® 23 N AN 24 25 26 27 2@ 29 N 2 29 N

31

Fly, Fight and Win...
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Enter Duty Information

cto

/& Build IDT Schedules - Internet Explorer provided by USAF [E=gEE

Build IDT Schedules

IDT Date

12/1/2013

L?)

Number of Consecutive Periods * | 24

Starting Schedule to Work Period *| 1 ~

Select one of the Location Options below: *

2 Use Home of Record Location (Telecommute)

) Search by city/base
@ Search by zipcode

|

Enter a zipcode/APO, then click Search for a list of matching locations:
31093

Enter Zipcode/APO *
Select Region: *

MNorth America «  United States

- | Search I

City/Base * [31093] GA - Warner Robins, Houston
Location Selected: [31093] GA - Warner Robins, Houston
Comment * HQ/EMG

(Max 50 characters)

Require Subsistence? *

@ No O Yes

Require Lodging? *

D' No @ Yes

Select A Validator *

cremeans, charles - Supenisor

-

—

Once you fill out the applicable
information you will click
“OK” and that will bring you
to the next screen

e'y Local intranet | Protected Mode: Off 43 v ®105% -

i

Fly, Fight and Win...
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/& IMA Schedule Editor - 1
-
Schedule Twpe: 0T Participation Status Code:
Period: Start Data: Schadula Period: N
II Tel End Date:
Thu Validator: =
ReV|eW your 1041 |1 12/1/2013 0800 1212013 (1200  |DT i False 8
. 1zl 2 12/1/2013 (1300 12/1/2013 (1700  |IDT 00 Fals= (
days and C||Ck Sl 2 12/2/2013 [0800 12122013 [1200 |DT 00 False I
|+ 12/2/2013 (1300 12/2/2013 1700  |DT 00 False
“Save and W s 1232013 |os0o 1232013 (1200  |DT 00 Fals= (
0 14 6 12/3/2013 (1300 12/3/2013 (1700  |IDT 00 Fals=
Close Th 7 12/4/2013 (0800 12/4/2013 |1200  |IDT 00 False |
8 12/4/2013 (1300 1242013 (1700 |IDT 00 False (
s 12/5/2013 (0800 12/52013 (1200  |DT 00 False
& 10 (12572013 (1300 12/5/2013 (1700  |IDT 00 Fals= {
130 11 1262013 |os00 12/6/2013 [1200  |IDT 00 False =k
200l |12 |12762013 1300 12/612013 1700  |DT 00 False
o7l |13 1272013 Josoo 1272013 (1200 |IDT 00 False {
~ Ml [+ |1272013 [1300 12/7/2013 1700  |DT 00 False
15 [12/8/2013 (0500 12/82013 [1200  |IDT 00 False
16 |12/8/2013 [1300 12/8/2013 (1700  |DT 00 False
Thulll |37 |12192013 os00 12/9/2013 (1200  |DT 00 False
54 (12 [12092013 |1300 12/9/2013 (1700  |DT 00 False
1ol 12 |121202013)0s00 12/102013(1200  |IDT 00 Fals=
"l |20 |12102013 1300 1211020131700  |IDT 00 False
0 11 12112013 0s00 121120131200  |DT 00 False
2680 |22 |12/11/2013 1300 1211/2013(1700  |IDT 00 False
23 |12/12/2013(0800 12/122013(1200 |IDT 00 Fals=
24 |12/12/2013(1300 12/12/2013(1700  |IDT 00 False
(et
< 1 | »

Daone €L Local intranet | Protected Mode: Off v HI0% v

Fly, Fight and Win...
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——  UPIRR Schedie T
| @ ™A Schedule Editor - Internet Explorer provided by USAF = =] = [}
A
@ il
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U.S. AIR FORCE

Submit Schedule

Now that your
schedule is built,
you need to
submit them. so
click on “Submit
Schedules”
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Approved Schedule (green)
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U.S. AIR FORCE

IMA/PIRR Calendar

Rl & & & \ « [ Submit Schedules | | Legend | [Print]

November 2013 December 2013 January 2014
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sun Mon Tue Wed Thu Fri Sat

12 ------- 12 2 ¢
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IDT,S, they Will 9 10 11 12 13 14 15 | 13 14 15 16 17 18 19 | 11 12 13 14 15 16 17 Manday | (
16 17 18 19 20 21 22 | 20 21 22 23 24 25 26 18 19 20 21 22 23 24 Conflict | ¢
turn GREEN 23 24 25 26 27 28 29 27 28 29 30 25 26 27 28 29 30 A Split
30 A -
Built
Sun Mon Tue Wed Thu Fri 8Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Pending
i 2 3 4 5 i 2 i 2 3 4 5 & Reiected
6 7 8 9 10 M 12| 3 4 5 6 1 8 9 7 & 9 10 11 12 13 =Apénmved
13 14 15 16 17 18 19 10 11 12 13 14 15 16 14 15 16 17 18 19 20 MMM Worked
20 21 22 23 24 25 26 17 18 19 20 21 22 23 21 22 23 24 25 26 27 ____HIZT

|N
-
M3
o
I3
18
|
2 R
|I\)
o
53
|I\J
]
M3
=]
I3
18
[
I3
[

Fly, Fight and Win...



\ 2
\'z'/ IDT Worked (gray) signing in/out

U.S. AIR FORCE

IMA/PIRR Calendar

N A | [ Submit Scheaules | [ Legend | [Print]
October 2013 November 2013 December 2013 January 2014
sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri sun Mon Tue Wed Thu Fri Sat
© oz o3 s s | I EEEEEE o2 3o

6 7 p—o5—so0_aia an a2 4 L

'€ IMA Schedule Editor - Internet Explorer provided by USAF - E=SEen X [
13 14
o o R . T R R e 8 %] x)
27 28 Select the days worked, and this window will open. You @ [

(%3 ”
- will click on the open space below under “Work Date |
and sign in [
2 3 Request Cumulative
9 10 Schedule Type: Participation Status Code:
16 17 Period: Start Date: Time: | 0000 Schedule Period:
23 24 Telecommute: End Date: End Tilge: 0000
Validator:
Sun Mo 7ol r -
Period | Start Date Start End Date End | Schedule | Participation Telecommutu Werk “_ork Status Comment

1 2 Time Type Status Code Date | Time I
s o 12/01/2013 0800 12/01/2013 1200 DT False Approved i
15 13464/2043,1300 | 12/01/2013 1700 |IDT 00 False Approved |
29 !H‘ [ saveandciose | [ cancel | |
20 30
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U.S. AIR FORCE

Signing In: Select Work Date

/2> UTAPSweb2 - Internet Explorer provided by USAF

e |

W

48 UTAPSweb2

45 IMA Schedule Editor - Inteme

Start
Date:

Validator:

e —
‘ inbox= Wi

e Start Time End Date End Time Schedule Type Telecommujé MN¢ Work Time Status Comment
D 0800 10/1622010 1200 IDT False 10/16/2010 R110 Worked Comment }
) 1300 10/16/2010 1700 IDT False 10/16/2010 /2110 Approved| Comment | 3
| [ cancel | ‘
Done & Internet | Protected Mode: On HI1N% ~
T PNT Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
402 34 h 10 <27 A4k 1 2|1 2 3 4 5 & 7
= § ' 8 9 101112/ 7 B8 9 101123 4 &£ 6 T8 2|8 9 1011121314
Built 13 14 15 16 171819 13 14 15 16 7 1819 10 1 2 13 u 1516 15 IRz 2
PendingRequest |20 21 22 23 24 2526 20 21 22 23 24 2526 17 18 19 20 21 2223 20 23 24 25 26 21 28
- Rejected 27 28 27 28 29 N 3 24 25 26 27 28 2930 29 30 3
- Approved June 2011 July 2011 August 2011 September 2011
- Worked Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
_SentToPay 1 2 3 4 12 1 2 3 4 5 6 1 2 3
§§1_§_&;9]124§_§Z§21§2191.1121345§1§21Q-
3y & Internet | Protected Mode: On #100% ~

S p— G ——— e r——— - fv—r—
8 4 Micros.. % 3 Inteme. "8 Microsoft . & Microsoft .. < B ® & a13eMm
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NZ Save and Close

WG @8 UTAPSWeb2 ' '3 v B - M v rPagev (JTook~ "
— - - -
76 144 scheduie Edton Toieet Bxplorer provded by Ui 38 e o B 2 00 , ik
i/ AN : skl il S
1011672010 -
Schedule Type: DT ~
’ Start Schedule Start End
Period: 2 Date: 10/16/2010 Petiod: 2~ Tane: 1300 ~ Date
Telecommute: Validator: homer, ronnell - Superisor - 1_;\61!4

Period Start Date Start Time End Date End Time Schedule Type Telecommute Work Date Work Time Status Comment

1 101620100800 101620101200  IDT False 10/16/2010 2110 Worked | Comment | E
~TT0TGM0TS0) 101620101700  IDT False 10/16/2010 2110 Approved | Comment |

Save and Close | [|cancel

-

€ Internet | Protected Mode: On HI10% -
i - PNT SunMonTuvehuFrISat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat SunMonTueWé;iThuFdSa!
. 1 2 3 45 1 2 3 4 5§ Tc2|1 2 3 74 5.6 2
6 7 8 9 101112 6 I 8 9 101112 3 4 5 6 I 8 9 8 9 10 11 121314
Buit 13 14 15 16 171819 13 M 15 16 71819 10 1 2 13 1516 15 TN 2
PendingRequest | 20 21 22 23 24 2526 20 21 22 23 24 2526 17 18 19 20 21 2223 220 23 24 25 26 21 28
- Rejected 27 28 27 28 29 N AN 24 25 26 21 282930 29 390 3
- Approved June 2011 July 2011 August 2011 September 2011
- Worked Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
-SentToPay 1 2 3 4 A2 I 223 4 5 6 123
s ez 8wy 4 s s 1ae|r 83 nannldE e T8 .
R & Internet | Protected Mode: On #100% ~
wwwwwwwww % [ 3inteme.. ~ B My "8 Whcrosoft - Microsoit . < B ® S £16PM
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U.S. AIR FORCE

Submit Schedule

Once your
IDT’s turn to
gray, a system

generated
email will be

sent to your
supervisor to
Inform them of
pending
actions

IMA/PIRR Calendar
[t & & & & < P [ submischedules | [ Legend | [Print]
un Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat
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\./ Reports: Printing 40As

U.S. AIR FORCE

/= Home - Internet Explorer provided by USAF

e9-a

Wk ‘,’é Home

]
MARTIN, VERONICA " UT APS ,,
Role: IMA/PIRR { . S LVjCom

UTAPS Home onfiguration

Roles: IMA/PIRR ~

Done € Internet | Protected Mode: On #100% v

T ———TY | (TS — (ISP T — | (N ——— (CTRCTe—— | o v -
s 2Micr... ~ E May 11 [l Microsof... (8% Microsof... @4 Micro.. ~ /53Intem.. v < @R D 1035AM
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U.S. AIRFORC

Select Your Name

"\ Automated Form 40s - Intemet lorer provided by USAF |I.- I! o I! L.Il
& p y

-

Save

O = DO OO e DO OO DO e OO oy B e OO SO = IO OO

UTAPS Home

Frirnt  Delete

H - & #@ B R BF

=3 Form 40A

£ A
101 B
13 C
£ 0
- E
£ F
£ G
- H
7271
H-]J
{23 K
w2 L
=-Cq M
#= MARTIN, JOHN
H-C N
10
#-1Q
1R

HeT0 T

IMA/PIRR Schedule Reports Configuration Help Log Off

&".} bl Live Search R -

]_I @ B - [;éa - |:2F Page -'__tﬁéTooIsv ?

r{"‘ "'-

IMA.v.4.0.1.4118

i . | signing | Combine | Training
PersonalData | qoemoials | Form 40As Data
‘ MAME: | | Status =
| RPOIUNIT: | | Training:

| Incentive/Speciality Pay
[C] Aviation Career Incentive Pay |

Participation Status Code:

(ACIP)
[[IHazardous Duty Incentive Pay
(HDIP) | Telecommute:
[C] Other L
‘ Lodging | ©Yes @ No |
‘ Subsistence | ©Yes ©No |

e Internet | Protected Mode: On 100% -

~ "l May 11 [€] Microsof... (& Microsof... @5 Micro..” | /2 3Intem.. v € & @2 ¥ 4 10:38 AM
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N7 Verify Personal Data

U.S. AIR FORCE

"\ Automated Form 40s - Intemet lorer provided by USAF
& p y

/(-\' - | ) LWl [ ive Search

T T —— Bv B - @ v Page (hTools v
Save Print  Delete ]
HE & #EB@w & 3B
= C1Form 40A (o 00 A s

B A B ———
[}8 g NAME: ‘smsgt MARTIN, VERONICA Status
- ini i
sac ‘RPOIUNIT: ‘ RG] | Training: (5/16/2011- Period 1)
B E | Incentive/Speciality Pay DT
[]"'[:I E DA iai C | i P =
Egﬁ viation {i{g‘?{,)men ve Fay | Participation Status Code:
oo 00 - Available
oal [[IHazardous Duty Incentive Pay
pa (HDIF) | Telecommute:
Eg [C1Other No
o ‘ Lodging | /@s @No M
----- =) 10/10/2010 - Period 1 . - 5
----- 21 10111/2010 - Period 1 | Subsistence | ws oMo
----- =1 10/12/2010 - Period 1
----- =) 10/13/2010 - Period 1
----- =] 10/14/2010 - Period 1
----- = 10/15/2010 - Period 1
R e e
..... 15/16/2011 - Period 1
..... |5/17/2011  Derind 1 |
----- =) 5/18/2011 - Period 1
----- 5] 5/19/2011 - Period 1 -
oy €D Internet | Protected Mode: On #100% ~

~ "l May 11 [€] Microsof... (& Microsof... @5 Micro..” | /2 3Intem.. v € & @2 ¥ ) 10:41 AM
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U.S. AIR FORCE

Select Authorizing/Certifying Official(s)

"\ Automated Form 40s - Intemet lorer provided by USAF
& p y

e®-a

W [@ Automated Form 40s

(=rEx

LWl [ ive Search 2 -

— . »
o~ ~ = v |:;k Page v (C} Tools

Save Print  Delete

B - & #@ B R H3

=1 Form 40A
B3 A
BB
B3 C
B3 D
B E
B F
B3 G
B H
B3 |
B-3J
B MK
B3 L
B3 M
ECTT T T A
11
11
----- =/ 101122010 - Period 1
----- =/ 10/13/2010 - Period 1
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----- =/ 10/15/2010 - Period 1
----- =/ 10/16/2010 - Period 1
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----- =/ 5/17/2011 - Period 1
----- =/ 5/18/2011 - Period 1
----- '515/19/2011 - Period 1

L?)

Signing
Officials
N—”’

Combine
" orm 40As Data

| Authorizing Official
|Authorizing Ofﬂcial:| ronnel horner

Certifying Official
* Not required to create the Form40A.

| Certifying Official | Select An Offcial ~

Training

Personal Data

-

m

#,100%

-

e Internet | Protected Mode: On

-

) 10043 AM
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) o5 6 B5b E#0

A 2
\./ Save Record and Confirm

U.S. AIR FORCE

"\ Automated Form 40s - Intemet lorer provided by USAF - | B X
& p y |

= —_ ———w— . . »
7:.? oty [‘__} Automated Form 405 ] l @ B v .'_E‘.’PEQE ¥ (i Tools =

MARTIN, VERONICA

Role: IMA/PIRR

’ IMA.v.4.0.1.4118
UTAPS Home IMA/PIRR Schedule Reports Configuration Help Log Off

m

o Fom 408 AT A=
BE-CA
®-1B Authorizing Official
B C f & | Record Saved -- Webpage Dialog
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B K |https:f, e Internet | Protected Mode: On % |
28 | .
=M
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U.S. AIR FORCE

"\ Automated Form 40s - Intemet lorer provided by USAF = I! o I! Z I
p i

e9-a & x

— — an »
w o [@Automated Form 40s ] l ﬁ - v = l-_;‘;Pagev i Tools ~

Save Print  Delete

H & B B R HD
9

8 Form 404 personaioaa | g T Conne T T o

BB Combine Form40As
B C The 40As below share similar performance data with the selected 40A
B D and may be combined by clicking on the 'Save & Combine' button. You
B E can remove any/all ofthem by ::Ii::k@ ng on the 'Remove' button.
BCyF You are limited to combining 7 periods on a single Form 404 _
Eg ﬁ 5/19/2011-Period2
B
B3 J
B K
B L
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& L

1 Remove ] [ Combine/Save
TV R TP R CR TP |
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----- =/ 10/16/2010 - Period 1
----- = 51612011 - Period 1
----- =/ 5/17/2011 - Period 1
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Pl €D Internet | Protected Mode: On H100% -
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U.S. AIR FORCE

=

—_— — - »
ﬂi‘ '1"}:? [@Automated Form 40s ] l @ v ¥ om o QPEQE ¥ (i Tools =

| -

/= Automated Form 40s - Internet Explorer provided by USAF

|_Save Print  Delete

H - ® @ B R #HR

@_
Teaa A T N T
=48 Date x[:{ut\{cgjurs Hours Number Training Location/ Ind
B C (YY¥YMMDD) {H‘:;'FMM_HHMM) Waorked Of Points Remarks
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« UTAPS Link https://utapsweb.afrc.af.mil/utapsweb/

« UTAPS Help Desk afrc.utapsweb @afrc.af.mil

 Help Desk Contact Info:

Comm: 1-877-294-5822 Option 2
DSN: 497-0166 Option 2

 Help Desk Hours: 0730 - 1700 EST Monday — Friday

« UTAPS (Accessing UTAPS via AROWS-R)
http://www.voutube.com/watch?v=GEzjr-Sel uk

« UTAPS (Inputting your Schedule Part Il)
http://www.youtube.com/watch?v=aW-02V/7/Mwk
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